
SPS TERMINATION INSTRUCTIONS  
FOR 

VOLUNTARY SEPARATION PROGRAM (VSP) 

 
 

SPMS agencies and Non-SPMS agencies will follow the same termination process that they have been 

using in Workday for these VSP terminations.  However, a new Secondary Reason has been added to 

Workday in order to track these employees and their benefits.  Please review the following steps before 

starting a VSP Termination in Workday.  No other dates or reasons should be used for these 

terminations.  Additionally, these positions are not available for Overlaps. 

 

 The Effective Date of the VSP Terminations will be Tuesday, April 28, 2015.   
 

Please select this specific date for the Termination Date field.  This will fill 
in the appropriate dates on the rest of the process page.   

 
 

 The Primary Reason for these terminations will be: 
Voluntary-Resigned State Service, or 
Voluntary-Retired    

 

Please select one of these Primary Reasons above for the REASON field on 
the termination process page. 

 
 

 The position will be Closed or Abolished as this employee is terminated from the 
position.  
 

Please select the CLOSE check box to close this position during this process.  
This will not affect the employee’s payout or benefits.   

 
 

 The Secondary Reason for all VSP Terminations will be: 
Voluntary Separation Program (VSP) 
 

Please select this Secondary Reason above for the SECONDARY REASON 
field on the termination process page. 

 
See the tables below to review the Primary and Secondary Reasons.  You may also use the SPS Terminate an 

Employee Job Aid on the SPS website for the general termination process.  
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